
Mail Merge to Email Using an Outlook Distribution List 

Situation: 
When you email to an Outlook distribution list, all the people in the distribution list appear in the To: 
line. If there are a lot of people in the list, it becomes unwieldy for the recipients to read. You could 
place the distribution list in the Bcc: line, but then the To: is empty and some recipients' mail programs 
will think it is spam and prevent delivery. 

Overview: 
You can save the distribution list as a file, open it in Word, copy the list of recipients and paste it into an 
Excel file and save the Excel file . The Excel file then becomes the recipient list for mail merge to email. 
Each person gets a message with only their name in the To: line. 

Step by Step Instructions: 
Outlook 

1.  In Outlook, open the distribution list by double clicking it 

 
2.  Distribution list opens 

 
3.  Save the distribution list as a Rich Text Format file 

Click the Office button 

4.  Point to Save As, on the right side, click Save As 
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5.  The file type will be *.rtf 
Click Save 
Leave Outlook running 

 
 
Word 

6.  In Word, open the rtf file 
Click the Office button, select Open 
Files of type: select Rich Text Format (*.rtf) 
Select the file, click Open 

 
7.  In the Convert File dialog box, select Rich Text Format (RTF) 

RTF should already be selected 
Click OK 
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8.  File opens 

 
 
Excel 

9.  Start Excel 

10.  Click cell A2 

11.  Go back to the Word file which is displayed in step 8. 
Select the members of the distribution list 
Press: Control + C to copy 

12.  Click in cell A2 the Excel file 
Press: Control + V 

13.  It will appear as if only the email addresses pasted, but they actually did. You will just have to 
change the indentation in columns A and B 

 
14.  Still in the Excel file 

Select column A 



4 
 

15.  Right mouse click column A 
{ŜƭŜŎǘ CƻǊƳŀǘ /ŜƭƭǎΧ 

 
16.  Click the Alignment tab 

Under Text alignment, Horizontal: 
Click the drop down list arrow and select General 
Click OK 

 
17.  The names appear in the column A 
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18.  Select column B 
Follow steps 15 and 16 to display the addresses in column B 

 
Hint: Include yourself in the list. That way you can check what the message looks like. 

19.  Adjust the width of column A and B to the text in each column 

20.  In cell A1, type Name 
In cell B1 type Email 
Bold both cells 

 
21.  Save the file 

Select a location and type a file name 
Save as type:  should be Excel Workbook (*.xlsx) 
This file will be the recipient list for the Word mail merge to email 

 
22.  Close the Excel file 

 
Word 

23.  In the Word document as shown in step 8 where the distribution list was pasted, close the file 
without saving it 

24.  Start a new document 
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25.  Click the Mailings tab 
Click Select Recipients 
{ŜƭŜŎǘ ¦ǎŜ 9ȄƛǎǘƛƴƎ [ƛǎǘΧ 

 
26.  Select the Excel file you saved in step 21 

Click Open 

 
27.  If you see Select Table, select Sheet1$ and click OK 
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28.  If you see the Confirm Data Source, click OK 

 
29.  With the Mailings tab still selected 

Click Start Mail Merge 
Click E-Mail Messages 

 
30.  Type the text that everyone gets 
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31.  Click in the spot where placeholder text will appear 
Placeholders are called Fields 

 
32.  Click Insert Merge Field 

Select the field to insert, and then click the Insert button 

 
33.  Click Close in the Insert Merge Field Box 

 
34.  The field appears  

Make sure not to edit this field or the merge won't work. 
If you put the field in the wrong place, delete it put it in the correct position 
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35.  Click Preview Results 
To see how the message will look for other recipients, click the next button 
The merge is not yet completed 

 
36.  In Word - Complete the merge to email 

Click Finish & Merge, select Send E-mail Messages 

 
37.  To: this is the title of the field for email addresses in the Excel file 

Word fills it in automatically because it assumes the email addresses are in the column 
Subject line: Type the subject 
Send records: All 
Click OK 
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38.  The messages are sent from Outlook and they will appear in Outlook's Sent Items 

 
 


